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11 DEC 1975

MEMORANDUM FOR: Chief, Policy and Plans Group

SUBJECT . A&TD Monthly Report Submission
November 1975

PERSONNEL BRANCH

1. Vacancy notices were prepared and distributed on five professional
and three clerical positions. We received 50 professional and 10 clerical
responses to these notices.

2. During November, there was one request from a Security careerist
to review his personnel soft file.

3. The Clerical Board reviewed the rankings and promotion recommenda -
tions of the Clerical Evaluation Panels for grades GS-05 through GS-09.
With few exceptions, the Board accepted the rankings as submitted.

4. The Career Board recommendations for promotion to GS-13 were
approved by the Director of Security, and the promotions were handed out
on 20 November 1975.

5. The Deputy Director of Administration issued a memorandum to all
his office heads outlining the new five category evaluation system and a
_“Special Listing for Potential Surplus" to be used Agency wide. A
directive to all Security careerists has been drafted explaining the
changes, and the 0S Supplement to the DDA Personnel Management Handbook
is being revised to reflect the changes.

6. During November, there were six Quality Step Increases awarded
to Security Careerists.

7. Due to a new ruling by the Civil Service Commission regarding
the exemptability of certain positions under the Fair Labor Standards
Act, the Office of Personnel has contacted the Security Personnel Branch
and has requested new or updated job descriptions on 26 positions in the
0ffice of Security. The concerned offices have been contacted and the
requested job descriptions are now being prepared.
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